
































PMB Approved RPA Received
Position Title Vice BIN # Y/N Y/N RPA # Notes Status
Physical Security Specialist (Antiterrorism) 3785402 Y N Approved by PMB Approved by PMB 6.12.20; awaiting submission of RPA
Detective 3768922 Y N Approved by PMB Approved by PMB 6.12.20; awaiting submission of RPA
Supervisor Police Officer(DCOP) 3768898 Y N Approved by PMB Approved by PMB 6.12.20; awaiting submission of RPA
Security Assistant 3784621 Y Y  - awaiting pending approval of T-3 Security Clearance  awaiting pending approval of T-3 Security Clearance
Small Arms Repairer 3768906 Y N Approved by PMB Approved by PMB 6.12.20; awaiting submission of RPA
LEAD POLICE OFFICER 3768919 Y Y Approved by PMB N3 is in the process of conducting interveiws.
LEAD POLICE OFFICER 3919371 Y Y EOD 09/27 EOD 09/27
NSF WATCH CMDR (REIMB) 3962412 Y Y Final offer VRA Final offer
Police Instructor (Trainer) 4071330 Y N Approved by PMB Approved by PMB 18 May 20; awaiting submission of RPA
Police Officer Y Y 633990 HR will hire police officers /BIN is occupied by Cpl  (AMD) & Cp   (TWMS) Selection made RPA submitted 6/12/20 BIN 3768904 - Tentative Job Offer Sent
Police Officer 3768914 Y Y 633990 HR will hire police officers Selection made RPA submitted 6/12/20 BIN 3768914 - Tentative Job Offer Sent
Police Officer 3768915 Y Y 633990 HR will hire police officers Selection made RPA submitted 6/12/20 BIN 3768915 - Tentative Job Offer Sent
Police Officer Y Y 633990 HR will hire police officers/BIN is occupied by Cpl Selection made RPA submitted 6/12/20 BIN 3784626 - Tentative Job Offer Sent
Police Officer 3962407 Y Y 633990 HR will hire police officers Selection made RPA submitted 6/12/20 - Tentative Job Offer Sent
Police Officer 3962409 Y Y 633990 HR will hire police officers Selection made RPA submitted 6/12/20 - Tentative Job Offer Sent
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Updated:

PMB Approved RPA Received
Position Title Vice BIN # Y/N Y/N RPA # Notes

Counseling and Advocacy Supervisor (CAS) 3785824 N/A N 753242
Position was posted on 9/16/2020. Open from 
9/17/2020 - 9/23/2020. 

Work & Family Life Consultant (WFLC) 3785829 Y Y 699470
RPA was returned due to errors. On 9/22/2020 it was 
corrected and sent back to Stennis. 

Work & Family Life Consultant (Personal Financial 
Management Specialist) 3785830 Y N N/A

Approved by PMB 7.24.2020; awaiting submission of 
RPA

New Parent Support 3785822 Y Y 660463

Cert sent to incorrect email and returned without 
selection. Corrected email and got 30 day extension. 
Hiring manager reviewing cert.

Social Services Representative (New Parent Support) 3785821 Y Y 660463

Cert sent to incorrect email and returned without 
selection. Corrected email and got 30 day extension. 
Hiring manager reviewing cert.

FAP Admin 3785823 Y N N/A
Announcement reviewed and due back to Stennis 
9/16

Work & Family Life Consultant (Encumbered) 3785831 N/A
Once return rights are cleared, please move forward 
with hiring as permanent

Clinical Counselor 2939678
PD is pending submission for classification; Will be 
submitted by Friday 9/25/2020

Exceptional Family Member Case Liaison 3785835 Y Y 596319
Final offer made with 27 Sep start date; Selectee 

Housing Management Specialist 4059725 Y Y 563466
Position was posted on 9/18/2020 and closed 
9/22/2020.
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PMB Approved RPA Received
Position Title Vice BIN # Y/N Y/N RPA # Status
CO's Secretary Y Pending new RPA submission.
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Updated:

PMB ApprovePA Received
Position Title Vice BIN # Y/N Y/N RPA # Notes Status
LES OFF SHRACT 3917541 Military Officer LT identified, ETA April 2021

NSAB Military Positions Tracker
9/17/2020



Chair:  

Good morning!  My name is , and I’m the Executive Director for Naval District Washington.  I 
will be leading the interview this morning.  First off, I want to congratulate you for getting to this point in 
our selection process.  We are looking forward to interviewing you today for the Total Force Manpower 
Director position at NDW. 

Before we begin, I would like to do a quick mic check and make sure you can hear each panel member.  
We will do this as I introduce each of them.  Joining me I have Ms. Leslie Joseph, the Director of Total 
Force Manpower for Commander, Navy Installations Command – mic check.  Ms. , the 
Executive Director for Commander, Navy Region Mid-Atlantic, Mr. , Director for Total Force 
for Naval Facilities Engineering Command, and CAPT  the Naval District Washington Chief 
of Staff.  We also have Ms.  observing as our EEO representative and Ms.  
who scheduled your interview.   

This interview will consist of 6 questions.  You will have 30 minutes to answer all of the questions.  We 
will provide you with a 5 minute warning towards the end, but I encourage you to manage your time 
wisely throughout the interview so that you are able to cover each question.  If you have extra time at 
the end, you may circle back to earlier questions and responses.   

I will now give you a brief description of the position before proceeding into the interview: 

 “This position serves as the Director, Total Force Manpower Management (N1) for Navy Region 
Naval District Washington (NDW). The incumbent directs and administers the Total Force 
Manpower Management Department, which includes civilian and military Manpower and 
Manning, the Navy Reserve Program, Civilian Human Resources Office, Military Personnel 
Services, Total Force Strategy and Plans, Workforce Planning and Development, Career 
Counselor, Drug Free Workplace Program, a Transient Personnel Detachment, Human Capital 
Strategy, and Culture of Excellence initiatives.  The N1 is responsible for functional collaboration 
with the Equal Employment Opportunity/Equal Opportunity programs, including support of the 
Reasonable Accommodation Program.  And as the Director, the incumbent plans, designs, 
develops, organizes, budgets for and administers Total Force Manpower and Management for 
NDW; oversees the Human Resources (HR) servicing and delivers total workforce analysis, advice 
and service within NDW.” 
 
Are there any questions about the process?   
 
Great.  Let’s get started.  
 

Thank you for your time today!  We will be completing interview this week and will be conducting 
reference checks.  We plan on making a selection by the end of the week.  If you have any additional 
questions following your interview, please reach out to , your HR POC.  Thank you again 
and have a wonderful day! 
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Recruitment WORKFLOW 

• Yellow highlighted areas require follow up and/or are things we need to fix but not 
directly included in this process.  

• This is intended to focus on “Step 0” – what happens before the formal recruitment starts. 
However I’ve also included some of “Step 2” which includes PD review, as I think this 
should be done ideally as early as possible in the process.  

 
1) HM receives a request for a release date or a letter of resignation, can start the pre-

recruitment management tool request right away. 
a) Oftentimes installations know a person is leaving. What can they do? What level of proof 

do they need to move beyond this step? 
i)  said specific date isn’t needed 
ii) There is a justification block in the tool… 
iii) If the supervisor says that this employee (EE) is leaving, we will accept that we can 

recruit…? Can we agree to that? 
iv) Hire vice valid soon to be vacant BIN, name of person; can later verify the person 

actually left… Need to go back and follow up to make sure it happens.   
v) What does the follow up process look like to get people off the roles?   

(1) This is a HR and installation/ program co-responsibility.  LET’S RETURN TO 
THIS PROCESS. 

 
2) Hiring manager identifies a vacancy. 

a) Vacancy identification should be associated with specific BIN 
b) Confirm BIN is still appropriately aligned to your program; no changes to your AMD; 

etc.  
i) Manpower support on this 

3) Determine if PMB approval is required 
a) Hiring manager reviews PMB instruction 
b) Consult w/ Manpower if confused 
c) If PMB approval required, follow those steps, then return to this workflow.  

4) Confirm the following are completed: 
a) Review PD for accuracy 

i) If not accurate/ current, submit updates to HR specialist for review and submission to 
CCOE at CNIC HQ 

ii) If accurate, proceed. 
iii) Consult HR for support to review PD- assess scope creep, roles, duties increased/ 

decreased, etc. 
b) Ensure funding is available for this position 

i) Review budget and consult with N8 if necessary 
5) PRE-RECRUITMENT MANAGEMENT TOOL 

a) Can we eliminate the PRM requirements for approved valid requirements on AMD? 
b)  PRM is useful for validation purposes to ensure valid/vacant/funded BIN? 
c) How could overhiring take place if the BIN cannot double encumber? 

i) How do you get permission to double encumber? 
(1) Program responsibility to manage and ensure overhiring is not occurring… 
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Segment 7- date pay sent to TJO- from when cert returned to OCHR to when TJO is authorized 
and sent 
 OCHR authorizes TJO, sends us back pay setting; NDW sends TJO 
 
Segment 8- TJO to COE’s completed 
 HR and employee own this 
 Need to break this down 
 COE: 
 Paperwork 
 Physicals  
 Drug tests 
 Security 
 Release dates 
 Salary negotiations 
 Incentive negotiations 
 EOD confirmation 
  
 
Segment 9- Request for FJO to FJO issue 
 HR sends OCHR note to indicate person has completed security, all COE, ready for FJO 
 OCHR sends FJO 
 
Segment 10- FJO issued to EOD 
 Usually 2-4 weeks  
 
 
HR Specialist is entering dates in TWMS for these segments that tracks the amount of time it 
takes up to complete each step 
 
Business rules- requirements for TWMS updates, report generation; use tools we have… will 
drive ability to generate automated reports.  
 




